
New User Year End 

Finance Training Team & a little help from our friends 



The following modules are covered in this session: 

• iProcurement 

• Accounts Payable 

• Accounts Receivable 

• Grants 

• General 
 Ledger 

• Fixed Assets 

• Cognos 

 

 

 

Workshop Objectives 



Purchasing closes Monday 7th August 

Inventory closes Monday 7th August 

Internal trading – raising Friday 11th August 

Internal trading – paying Monday 14th August 

Accounts Receivable (AR) closes Wednesday 16th August 

Accounts Payable (AP) closes Wednesday 16th August 

Grants closes Friday 18th  August 

Last date for moving funds on/off deposit Monday 21st  August 

Fixed Asset Returns Friday 25th August 

General Ledger Closes Friday 1st September 

Balances rolled forward Friday 8th September 

Year-end certificates Friday 29th September 

Dates for your Diary! 



iProcurement 

Open PO 
Report 

Action 
Purchase 

Orders 

Complete 
outstanding 

Receipts 



iProcurement 



iProcurement 



iProcurement 



Report Header 



Report Header 



Report Header Cont. 



Report Header Cont. 



Report Statuses & Action Required 



Report Statuses & Action Required 



Report Statuses & Action Required 



Dealing with Open POs - Open 

Status Reason Steps 

Open – Approved Order wanted, only just 
raised 

If goods not in : leave alone 
If goods in : be sure to receipt 

Open – Approved Whole order or line(s) not 
wanted or some items 
unavailable from supplier, 
maybe order cancelled on 
phone but not in iProc 

Check date of PO, then with 
requestor and supplier first that OK 
to cancel then cancel PO or cancel 
Line  

Open – Not 
approved 
(Incomplete) 

Usually a Buyer with not 
enough limit submits 
instead of forwarding 
(most often Buyer 0) 

If wanted : Locate PO and approve 
If not wanted : Locate PO, during 
approval process change if 
ZMARKETPLACE site, approve and 
then cancel 



Dealing with Open POs - CFR 

Status Reason Steps 

Closed for Receiving  
(Fully receipted, 
invoice not matched) 

If fairly new - invoice 
not likely to be in yet 

Leave alone and monitor 

If older, invoice may be 
in but not matched 

Check with AP team if invoice can 
be matched, otherwise Finally Close 
(this removes commitment but 
means no further action can 
happen) 
 
DO NOT DO IF EINVOICE SUPPLIER 



Dealing with Open POs - CFI 

Status Reason Steps 

Closed for Invoicing 
(Matched to invoice, 
never receipted) 

Invoice came in and was 
matched to order, 
RECEIPTING HOLD would 
have been applied, 
status of delivery has not 
been checked and 
processed  

If possible, receipt in CUFS 
 
If too old or not able to determine, 
Finally Close. 
 



Dealing with Requisitions 

• If Incomplete  
– Original requestor must delete if not wanted, 

complete if wanted.  
 
Therefore if you have people who are leaving the 
department, have them CLEAR any incomplete 
requisitions 
 

• If Rejected 
– If still wanted, make corrections then resubmit for 

approval 

 



Help and Support 

• Don’t leave it until the last minute. This 
module can be started immediately 
 

• Helpdesk will be busy! Leave time for them 
to process any queries – tel. 65101 

 
hlm56@cam.ac.uk 

 



Accounts Payable: Deadline Dates 

Monday 14th  Tuesday 15th  Wednesday 16th  
 

AP Closes! 
• Process all 2016-17 

internal trading AP 
invoices 
 

• Run the Invoices on 
Hold and Invoice 
Register reports 

• Process all staff 
and visitors’ 
expenses 
 

• Process all July AP 
invoices 
 



Accounts Payable 



Invoice Register 



Invoice on Holds 



Schedule the reports 



Supplier Statements 

• Forms are sent to department directly from 
Accounts payable along with the departments 
top 20 suppliers 

• Department select 10 to request a statement 
and reconcile against Accounts Payable. 

• A copy of the form is returned to the AP 
Helpdesk (by the 25th August) and the 
department retain a copy for audit purposes. 

 



Accounts Payable: Summary 

Invoice Register 

 Invoice on Holds 

Supplier Statement Reconciliation 

AP Holds and Unaccounted Transactions 

 

 



Accounts Receivable: Deadline Dates 

• Establish all petty cash balances, till floats and 
advance balances held as at 30 Jun 

– Return Cash Holding Confirmation form 14 Jul 

• Empty all vending machines etc. and identify all cash, 
cheques received as at 31 Jul  

• Process all cash, cheque and (if possible) PDQ 
receipts relating to 2016-17 and run the Receipt 
Register report(s) 2 Aug 



Accounts Receivable: Essential 
Reports 



Incomplete Invoice Register Header 



Incomplete Invoice Register  

• Prioritise internal invoices 
 

• Apply credit memos to invoices 



Unapplied Receipts Register 



Aging Seven Buckets Report 



AR: Summary 

Aging 7 Buckets 

 Incomplete Invoice Register 

Unapplied Receipts Register 

 



Grants: Year End Tasks 
 

Task 
Date for 

completion 

Review and clear research Grant funds check 
failures and exceptions  

Wed 16 Aug 

Clear suspense grant Wed 16 Aug 

Post EC PI time sheets Wed 16 Aug 

Post journals for monthly Barclaycard statement Wed 16 Aug 

Correct Grant VAT errors Wed 16 Aug 

Finalise and release all Grant journals Fri 18 Aug 

Module Closes to Department at 5pm Fri 18 Aug 

Overheads, Revenue and the ECFW7 Price 
Adjustments re-run  

Fri 18 Aug 



Funds Check Failures 
 

• Report from CRA 
• Mainly Grants Journals, imported costs 
• Check 

• Budget/Funds available 
• Budget Control Settings 
• Outstanding Commitments 

• Where do you go to find this 
information? 

• How do you deal with the transaction? 
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Clear department Grants suspense 
account 

 
 

• Costs that have failed validation 
• Why would a transaction fail 

validation? 
• Specific Code 
• Expenditure Enquiry 
• Comment, Split, Transfer 
• Remaining balance 

• EDAA.FAAE 
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Clearing the Grant Suspense 



Clearing the Grant Suspense 



Grants  Tools/Transfer function 

• currently issues with the Tools/Transfer functionality  
• can still use grants journal, but the Tools/Transfer method 

is recommended, particularly for staff costs 
• AP items should continue to be transferred by amending 

the invoice in AP 
• if you need to move costs using Tools/Transfer please 

contact the Finance Division’s Grants Helpdesk by email: 
ufs_grants@admin.cam.ac.uk or phone: (7)64796 
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Grants  transferring costs 

To aid the communication with the Grant’s Helpdesk, please use standard form, 
available from:  http://www.finance.admin.cam.ac.uk/staff-and-departmental-
services/forms. 
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EC Time Sheets 
  

 
 
 
 

• Required by some sponsors 
• Must be signed by PI 
• Retained for 6 years 
• Refer to ROO site for detailed 

information 
 

Grant is debited, expenditure type: 
PI Stipend 

Credit to depts research cost centre: 
XXAG.EDAA.LZAC OR LZAD 
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• Credit Card expense form 
• Finance Division will enter journal and 

debit dept control account  
• U.XX.XXAA.AAAA.FJAA 

• Dept to journal within GMS  
• Debit the Grant (positive value) and 

credit the dept control account 
 

Barclaycard Journals  
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• Email from the Tax Team 
• GL code adjustment is posted to: 

• U.XX.XXAG.AAAA.EZZM.0000 
• Find the invoice  
• Make note of the grant code 
• Journal within Grants to trf VAT 

adjustment 

Grant VAT errors  
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• Process any relevant Grant journals 
• Finalise and Release all Grant 

Journals, by searching for batches 
using the status field 
• Working/Unreleased 

• Delete if not required or; 
• Submit and Release 

• Submit 
• Release 

 

Grant Journals  



YEAR END CLOSES 
 

18th August 
 

Grants V.I.D  
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Year-end for new users 

General Ledger 
Mike Sinclair 



General Ledger – key dates 

CUEF units: Last instructions to be received by Treasury 
& Investment Team for 2016-17 

Monday 19 June 

Process and reconcile petty cash for 2017 Friday 4 August 

Process journals for credit card expenditure Wednesday 16 August 

Movement of monies on deposit Monday 21 August 

Clear Trust Funds’ deficits Friday 25 August 

Complete spreadsheets for income and expense 
accruals 

Friday 1 September 

Ensure expenditure is coded against the same source of 
funds as related income and clear deficits 

Friday 1 September 

Module closes at 5pm Friday 1 September 

Return signed year end certificate(s) via Finance 
Manager 

Friday 29 September 



July Barclaycard processing 

Monthly Barclaycard statements available from the 
14 August. 

 Expenditure posted into July. 

August transactions can be deferred using the 
prepayment mechanism. 

Default General Ledger credit card account should be 
cleared at year end - U.??.??AA.AAAA.FJAA. 



Deposit Account 

Details of eligible source of funds are in Chapter 12 of 
the Financial Procedures Manual (FPM). 
 

How to put Source of Fund surpluses on deposit: 
 

Dr U.??.????.????.SCBA.0000 

Cr U.??.0000.0000.SCCA.0000 



Accruals and prepayments 

Type Description 
Transaction 
code 

Mandatory 
for: 

Accruals 
Goods/services received by the 
University prior to 31 July, for which 
no invoice in AP 

VBAK > £10,000 

Prepayments 
Invoice processed in AP in advance 
of the goods/services being received 

UNGA > £10,000 

Unearned 
revenue/income 

Income received by the University in 
advance of goods/services being 
delivered to the customer 

VZAA > £10,000 

Other debtors 
Amounts owing for goods/services 
provided by the University, but not 
invoiced in AR at 31 July 

UNAA > £10,000 

Detailed supporting working papers must be retained for audit purposes 



Burst Reports 

Number Date 

Interim 1 Thursday 3 August 

Interim 2 Wednesday 23 August (following close of AP, AR, Grants) 

Interim 3 Tuesday 5 September (after GL closed to departments and final ICC overhead chare) 

Final Wednesday 13 September 

Departmental Summary Reports 

Trust Fund Statements 

Statement Date 

30 June Monday 10 July 

Interim 1 as at 31 July (will exclude Jul-17 distribution) Tuesday 8 August 

Interim 2 as at 31 July (will include Jul-17 distribution) Wednesday 23 August 

Final as at 31 July Thursday 7 September 



Clearing deficits 

Once the accounts are reviewed and adjustments made for: 

 Mispostings 

 Matching source of fund income and expenditure 

 Deposit movements 

 Balance sheet accounting e.g. Prepayments, Accruals 

 

Deficits may be off –set against surpluses on non-restricted and 
trading sources of funds using EZXX. 



Department Certificates 

A certificate signed by the Head of 
Department must be submitted 

 If necessary the certificate may be qualified by 
stating any significant residual issues / conditions 



New User Year End 

Fixed Assets 

Raith EBPG5200 Electron beam Lithography system 



Fixed Assets – key dates 

Review Fixed Asset Register Friday 11 August 

Physically verify assets Friday 11 August 

Notify FA helpdesk of disposals/amendments Friday 11 August 

Ensure that July not tracked additions are included on 
register 

Wednesday 23 August 

Module closes at 5pm Friday 25 August 



Fixed Asset - Reporting 

• Fixed Asset Registers sent out week ending 7 
July 2017 

• Departments are able to run this report 
themselves. 

• Departmental Fixed Asset Register (UFS) – 
XML Publisher 



Fixed Assets – Verifying Asset 
Whereabouts 

 Ensuring that all assets listed can be physically 
verified 

Nil value assets – are these still in existence and in 
use 

 Responsible employees – new starters /leavers 
Departmental locations– relocations/ expansions 
 Tag numbers – are they recorded and correct 
Asset additions and disposals during the 11 months 

to June 
Appropriate Individual asset descriptions – e.g. not 

“as attached” 



Fixed Asset – exception reporting 

Invoices not tracked in AP during July 

Report sent out to Departments on Thursday 
17 August 

Confirmation returned to FA helpdesk by 
Wednesday 23 August 



Questions re GL or Fixed Assets 



Cognos



• Allows departments to run 
own reports 

• Can schedule  reports 
• Reports can be emailed 
• Shortcuts can be created 

for regularly used reports 
• Easy to personalise 
• Easy to import into Excel 

for manipulation 

Why Cognos?  



Where to find reports  



Which reports  

Grants General Ledger 

Year end report (by date range) 
Departmental Budget to Actual 
report (by CC or SoF) 

Projects by Organisation by PI 
Financial Summary reports (by CC or 
SoF) 

Project Enquiry 

Detailed Expenditure Enquiry by 
Project 



New (complications) in year 

Off-payroll workers 
Taxing workers who look like employees now applies to workers being paid via a 
limited company (and LLP) too. 
Invoices need to be paid via UPS if the company/LLP is classified as an off-payroll 
worker. 
Deadline for UPS input: Thursday 3 August 
 
 

Apprenticeship Levy 
• 0.5% of employee’s gross pay 
• Much like employer NI 
• Allocation increased to cover levy on chest-funded positions 
• Some research sponsors will pay it and some won’t 



2017/18 – dates for the new year 

Purchasing opens Tuesday 1 August 

Accounts Payable opens Tuesday 1 August 

General Ledger opens Tuesday 1 August 

Accounts Receivable opens Tuesday 8 August 

Internal Trading opens Thursday 17 August 

PO / AR / AP / GMS Aug-17 closes Tuesday 5 September 

FA closes Aug-17 Wednesday 6 September 

Aug-17 deposit deadline Friday 15 September 

GL closes Aug-17 Monday 18 September 



Help and Support  

Financial Procedures Manual 
Chapter 11: Year End 
Chapter 9: Month End (not updated) 

School Finance Managers/Advisors Finance Division web page 

UFS Module Helpdesk Finance Division web page 

Central Research Accounting Finance Division web page 

Research Operations Office 
https://www.research-
operations.admin.cam.ac.uk/ 

http://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures 
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